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14.00 

REGULATION  
NAME: WRITTEN WORK 

PURPOSE: TO REGULATE WRITTEN WORK TURNED INTO THE  
ACADEMY STAFF OR TO LOCAL LAW ENFORCEMENT 

EFFECTIVE  
DATE: AUGUST 2, 1998 (Revised May 22, 2015) 

14.01 GENERAL: 

This regulation applies to all Academy written work turned into Academy staff or to local 
law enforcement agencies. 

14.02 WRITTEN WORK: 

A. All written work submitted by Recruits will be in the Academy report format and 
PRINTED IN BLACK INK.  All reports, memorandums and written messages to 
Academy staff shall be in the proper memorandum format. 

B. All notebook work and memorandums submitted to instructors or Academy staff 
shall be on approved academy forms.   

C. Multiple page memorandums will be stapled in the top left hand corner and 
numbered at the upper right center. 

D. All written work will be written in UPPER CASE BLOCK PRINT.  Typed or 
cursive written work will not be accepted unless otherwise directed. 

E. Pencil may be used only for drawing diagrams such as crime scenes or accident 
scenes. 

F. All written work will be neat, clean with no spelling or grammatical errors.  The 
use of correction fluid e.g. “White Out,” cross-outs, write-over and generally 
sloppy work will not be accepted. 

G. Recruits will write in the box provided on each form their last name e.g. “Recruit 
Jones”, followed by their Recruit identification number.  The Recruit 
identification number will consist of the Academy Class number and their 
individual identification number e.g. 114-10 (114 = class number, 10 = 
individual Recruit identification number). 

H. Each report shall have a unique case number in the upper right corner.  The report 
case number shall consist of the Class number – Recruit ID number – Year – 



Sequential number.  For example 18-114-23-24 would indicate year 2018, Class 
114, written by Recruit #23 and it was 24th report written by Recruit 23. 

I. All written work submitted by Academy Recruits that does not meet the 
requirements listed in sections A through G will be returned to the Recruit for 
rewrite.  All rewrites are due the next Academy day, if the rewrite memorandum 
is returned on a Thursday, the new memorandum is due on the following Monday.  
The rewritten memorandum is to be placed on top of the memorandum that was 
originally returned for rewrite and stapled in the top left hand corner. 

J. See attached written memorandum exemplar and block lettering style for the 
proper Allan Hancock College Law Enforcement Academy memorandum format. 
(Appendix 14a)  

K. When a Recruit is assigned a memorandum by a RTO or Academy Staff member the  
Recruit  will: 

1. Turn in the assigned memorandum next day to their respective squad leader for
review and approval.

2. After reviewing and approving the Recruit’s memorandum, the Squad Leader will 
write their Recruit identification number and their Squad number in the box 
“reviewed by” of the memorandum: e.g. “114-11”, Squad Leader #1

3. If the Squad Leader discovers an error such as a missing or misspelled word after
reviewing a Recruit’s memorandum, the Squad Leader will circle the error in
black ink and turn the memorandum in with the morning paperwork to the RTO.
The RTO will review the memorandum and return the memorandum to the
original Recruit for a rewrite.

4. When a memorandum is returned to a Recruit for rewrite, the Recruit will rewrite
the memorandum incorporating the corrections and then staple the corrected
memorandum on top of the original memorandum that was returned for rewrite.
The corrected memorandum will be turned in the next day.

a. If a Squad Leader or Guidon are assigned a memorandum they will turn in
their memorandum the next day to the Class Sergeant for review and
approval.  The Class Sergeant will follow the same procedure for
reviewing or returning memorandums for rewrite.

b. If the Class Sergeant is assigned a memorandum, the Class Sergeant will
turn their memorandum directly into the TAC for approval.

L. Recruits shall refer to the Recruit Report Writing Manual for examples and 
sample report forms. 



Page ____ of ____                

Arrest 
Offense 
Incident 
Memorandum Law Enforcement Academy 

Case # 

Reviewed by: 

Occurred: Day/Date/Time 

  TO 

Description: Code Section: 

Reported: Day/Date/Time Location of Occurrence 

Codes:      V: Victim       S: Suspect        DC: Discovered Crime        RP: Reporting Party          I: Involved          P: Parent        W: Witness 
Code Name: Last, first, middle (Business Name) Race Sex DOB 

Height Weight Eyes Hair DL# State 

Address City State Zip Phone # 

Work Address (School if Juvenile) City State Zip Phone# 

Vehicle  Year Make Model  Color Style License # State Towed ? 

Narrative: 

Prepared by: Date: Approved by: Date: 
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Arrest 
Offense          Follow-up 
Incident 
Memorandum 

 
Law Enforcement Academy 

Case # 

Reviewed by: 

Property Form Property type code: R-recovered, S-Stolen, 

F-Found, L-Lost, E-Evidence, O Under Obs. 

Item # Item Serial # Brand Name Describe Property Code Value Tag # 

        
        
        
        
        
        
 

Codes:      V: Victim       S: Suspect        DC: Discovered Crime        RP: Reporting Party          I: Involved          P: Parent        W: Witness 
Code Name: Last, first, middle (Business Name) Race Sex DOB 

 

Height Weight Eyes Hair DL# State 

 

SSN # 

Address City State Zip Phone # 

 

Work Address (School if Juvenile) City State Zip Phone# 

 

Vehicle  Year 

 

Make Model  Color Style License # State Towed ? 

 

Code Name: Last, first, middle (Business Name) Race Sex DOB 

 

Height Weight Eyes Hair DL# State 

 

SSN # 

Address City State Zip Phone # 

 

Work Address (School if Juvenile) City State Zip Phone# 

 

Vehicle  Year 

 

Make Model  Color Style License # State Towed ? 

 

Code Name: Last, first, middle (Business Name) Race Sex DOB 

 

Height Weight Eyes Hair DL# State 

 

SSN # 

Address City State Zip Phone # 

 

Work Address (School if Juvenile) City State Zip Phone# 

 

Vehicle  Year 

 

Make Model  Color Style License # State Towed ? 

 

Prepared by: 
 

Date: Approved by: Date: 
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Arrest 
Offense          Follow-up 
Incident 
Memorandum 

 
Law Enforcement Academy 

Case # 

Reviewed by: 

 

Narrative: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Prepared by: 
 

Date: Approved by: Date: 

 



 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 




